Shepherdstown, WV An Introduction to DOI LEARN
Fall, 2005 National Conservation Training Center

How to Log-In to DOI LEARN for the first time.

1. Open your Internet browser and go to the URL: https://doilearn.doi.qov

2. Login with your pre-set User Name and Password
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Your pre-set User Name will consist of - =

your first initial, the first four characters of ’

your last name, and your birth date in a Welcome to the Department ofln:;‘r‘i;l:'s Learning Management System
MMDDYYYY format. For example: James LLEARN

Smith whose birthday is October 31, 1955 PR S BAmE R PIREb A8 S

Select to view open cataloq learning opportunities

would use the following User Name:

it Please Log On:

User Name:

jsmit10311955

Password.

Turn on 508 Compliance?
. . OYes GiNo
User Name Is not case sensitive. I forgot my password

Your pre-set password (first time logon
only) is set to:
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Password field IS case sensitive.

If you require the use of an Assistive Device to help you with Internet access you
can check the radio button to turn on 508 compliance to allow you to use your
screen reader. Otherwise, leave the selection to “No”.

Click the Log On button.

3. Establish/create a NEW Username. Do not use empty spaces in your new username.
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i Please Log On:

Type in your new Username.

—

Email:l |
st Mame: Eenter a value to search |

bl Official: I —-Please select the correct training approval official--— Vi

assword:i
assword: |
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4. Enter your correct internet email address.

5. Search for and select your supervisor.

i Please Log On:

Mews Usernarne: |dwe|ty |

Email:|donna_welty@fws.gov | choose vour supervisor.
Supenvisor Last Name: |christensen |
Training Approval Official: |—---F'Iease select the corr®t training approval official---- v|

New Passward: ----Please select the correct training approval official----
|CHRISTENSEN KARIM, NCTC-DIV OF FACILITY OPERS, 97310
Canfirn Password: [CHRISTENSEN BRET, DIVEION OF CONSERVATION PLANNING AN, 70133

Type in your Supervisor's Last
Name and click GO. Once the
screen refreshes, click on the
down arrow next to the ‘Please
select the correct training...” and

6. Create and confirm a new strong password.

i Please Log On:

MNew Username: |dwelty |

Email:|d0nna_we|ty@fws.gov |
Supervisor Last Marne: |christensen

The last step is to create a password and confirm it.
Remember that your password must conform to the
standard rules for a good password. That is,

At least 8 characters
Contains one special character (i.e. @#$!) AND
Contains one number

Training Appraval Official; | CHRISTENSENM Kag(, NCTCEMY OF FACILITY OPERS, 97310 v|

Mew Password: (essssssss

Confitrm Password: | essssssss

7. Now, click Log On and if you've done all that's required, you'll see a Rules of
Behavior screen that you must agree to before moving on. These Rules of Behavior are
scheduled to reappear every 90 days. As you read through these rules you will scroll
down to the bottom page. Once you've finished, click “Accept Rules”.

8. If you see this alert, click ‘Yes’ to move on.

Security Alert
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0 'ow are about to be redirected to a connection that iz not

The infarmation you are gending ko the current site might
be retransmitted to a nongecure site, Do you wizh to
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9. Last Step! Update your contact information. Click on the Administration tab then
click the My Information link. Update empty phone and address fields with your
Business contact information.

10. With the exception of Address and Phone fields, the information contained in this
screen is pre-populated from the data contained in our FPPS system. The data is
updated every two weeks. If you see information in this screen that is incorrect, please
contact your servicing HR office to make the corrections. Any corrections you try to
make here will be overwritten in two weeks when the next update occurs.

11. Update any Special Needs you may require when attending ILT training as well.
This information will be passed to the Course Coordinator so they can accommodate
your needs.

12. Click Save to apply your updates.

FWS DOI LEARN Management Portal Log Off | My Courses | Catalog | Enable Text-Only |

‘User Name dyelty
Password Confirm
All passwords (except auto-generated passwords) must follow these rules
w» Atleast 8 characters in length, with 3 maxlength of 64 characters.

» Atleast 1 number
» Atleast1 special character

"First Name DORMA * Last Name YWELTY Middle Initial J
' Email Address donna_welty@iws .oy

SSN [

Office Phone Ext {if req'd)

< »
@] é @ Inkernet

Congratulations! You've just logged on to DOI LEARN!
Please be sure to always Log Off before closing your browser window.
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Retrieve a Lost or Forgotten Password

This process will generate a new password and send it to the user by e-mail. The user
will have 3 days to log in before the password expires.

1. Launch Internet Explorer.

2. Type in the URL https://doilearn.doi.gov to access DOI LEARN

3. Click the Forgot My Password link.

a. To request a new password, follow these steps:
I. In the field provided type in your internet email address.
ii. Click the Send Password button.

4. Click the Back link to return the log in page.

5. You will receive an email from the GovSupport team at GeolLearning. You must
log in to the system within 3 days of the password being newly generated
otherwise it will expire and you will have to request another password.

6. Please take note. If you have more than one user account, that is, an
Administrator account as well as a general user account, this process will reset
BOTH accounts.


https://doilearn.doi.gov/

